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Division Chief, CAF-12 


Central Intelligence Agency ( 
Office of Operations \ 
Foreign YocumentsBranch 

Translation Service Division 


Under the general supervision of the Branch Vhief, acts asChief of the 
Translation Service Division. This Division is responsible for translating 
material of interest to ‘ational Seourity submitted by CIA and TAC and 
material required by CIA for Tac for their departmental intelligence needs. 
The inoumbent will be a qualified translator. In the capacity of Division 
Chief, the incumbent is responsible for the following: 


Receives material for translation from Branch Chief’, participates in 
assigning priority and target date, and controls progress of translation 
through the Division according to priority and target date assigned. 


Responsible for progress, accuracy and quality {o, work of Division; 
responsible for providing proper reference material for personnel of Division; 
directs as necessary the preparation of needed translation aids. 

Responsible for maintaining reoords of progress, preparing weekly pro- 
gress reports and answering requests for status checks on translations from 
Control officers 


Responsible for maintaining records of all projects in Division for 
purpose of cost accounting. 


Responsible for security of all material in translation in the Division, 


Edits and proofreads finished translations; checks all translations for 


clarity and exactness of meaning. 


Responsible for the good condition and, upon completion of translation, 
the prompt return of all material to the Control Office. 


Responsbble for preparation for transmission of finished translation 
in standard format. 


PYepares weekly efficiency ratings for Branch Chief and periodic 
efficiency ratings for CIA personnel offices 


vlakes recommendations concerning selection and assignment of persomel 
for the Division. 


Assists in suchstaff studies and reports a8 mfp, be required by Branch 
Chief. 
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Assistant Division Chief, CAF« 
Central Intelligence Agency 
Office of Operations 


Foreign Documents Branch 


Translation Service Division 


Under the general supervision of the Chief, Translation Service Division, is 
full assistant to the Division Chief, acting for him in his absence and 
sharing with him the responsibility Sor the work of the Division as follows: 


25X1A Assists the Division Chief in supervising the| __ furenslation and clerical 
personnel of the Division, training and orienting new personnel, making 
efficiency reports, preparing technical translation aids, requesting supplies 
and reference material and preparing progress reports. 


As directed by Chief, supervises translation for accuracy, correctness 
of terminology and clarity of meanings 


Edits and proofreads finished translations. 


Supervises the abstracting of foreign documents (including microfilm) for 
the information of requesting agencies preliminary to complete translation. 


Responsible for the knowledge of interpretation of maps and charts: ani 
making equivalent cartographical and statistical presentations. 


Rreponsible for close supervision of clerical personnel in preparation 
for transmission of finished translation in standard format, 


Performs related duties as required, 
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Clerk=-stenographer, CAF<-4 
Central Intelligence Agency 
Office of Operations . 
Boreign Documents Branch 


Translation Service Division 


Under general supervision of Chief,. Translation Service Division, will act 
as secretary to Division supervisor performing the following duties: 


Types correspondence, reports, memoranda, etc., from rough drafts in= 
volving technical material including foreign language expressions, names, etco 


Composes and types foutine correspondence and memoranda from verbal in- 
struotién or. from office records and files requiring a knowledge of the 
internal administration of Foreign Documents Branch and various relationships 
between organizations of CIA. 


Incumbent must be thoroughly proficient in shorthand and other 
secretarial duties to facilitate the rapid translation of high priority 
material and the organization of such material in standard format. 


Maintains office files consisting of memoranda, periodic progress 
reports and translation directives from Chief, Foreign Voouments Brancho 


Sets up files necessary for checking in original documents, tracing 
progress of this material through the various phases of translation and 
preparing the documents for return. 


Answers routine telephone inquiries relative to business of Division, 


Performs related duties as required, 
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Central inteliiganes Agency 
Office of Gperations 
Foreign Documents Branch 
Translation Service Division 


Translator GAF.9 


Under the general supervision of Intelligence Cfficers of higher grade 
(Documents Explojters), acts as a Translator of three Oriental languages 
ée& four or wore Buropean languages, anywhere in the Foreign Documents 
Branch as assigned, and performs the following duties: 

Reade fluently documents, periodicals, newspapers, books, reports, 
studies, similar types of documentary material written in the three 
Griental . four or more Buropean languages; translates any document 
in these languages into good English prose with equivalent Bnglith 
meaning; seans doouments and makes a precie of contents; abstracts 
or sunmarises documents ae required. 

Responsible for « knowledge of scientific and technical (such as 
that encountered in the Scientific and Technical Division) or political, 
economic, social, military, para-military, tepographic, etc., terainol- 
ogy in the Griental and Buropean languages. 

Responsible for knowledge of interpretation of maps and charts 
in these languages and makes an equivalent English cartographical and 
etatistical presentation. 

Responsible for thorough acquaintance with place nazes, personal 
names and ournemes used in area under his cognizance; responsible for 
correctly Romanising and/or transliterating such names into English 
in accordance with establiehed policies. 

Responsible for knowledge of all printed, handwritten, and ail 
intermediate calligraphic forms of the languages under his cognizance. 

Responsible for knowledge of general history, culture, customs 
of people or peoples using these languaget Bo as to employ correct 
interpretation of references, innuendos, circumloeution, eclipses, 
other sppech forme and idfomatie constructions; responsible for 
acquaintance with collequialiaas or patois of the languages. 

Responsible for acquaintance with and knowledge of use of gas~ 
etteers, encyclopedias, dictionaries, and other similar reference 
materiel written in the languagew under hie sognisance and in EBaglish. 

Responsible for knowledge of the gracmar of these languages, its 
grenmatical peculiarities and syatex, modern, epistolary, and news- 
paper style of composition. 

Perforne related duties ae gequired. 
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Gentral Intelligence Agenoy 
@ffice of Gperations 
Foreign Decuments Branch 
franslater ~ CAF.8 


franslation Service Division 


Under the general supervision of Intelligence Offigers of higher 
grade (Documents Exploiters), acte as a Translator of 3’ Buropean 
languages anywhere in the Foreign Documents Branch as assigned, and 
performs the following duties: 

Reads fluently documents, periodicals, newspapers, and books 
written in any 3 European languages; translates any document in 3 
Buropean languages inte good Bnglish prose with equivalent English 
meaning; scans documents written in 3 Buropean languages and makes 
a precise of contents; abstracts or suanarizes documents in the 3 
Buropean languages as required. 

Responsible for knowledge of political, economic, social, military, 
pare-military, tepographic, etc., terminology in the 3 Zuropean 
languages and in English. 

Responsible for knowledge of interpretation of maps and charts 
in the 3 Buropean languages and makes an equivalent English carto- 
graphical and statistical presentation. 

Responsible for thorough acquaintance with place names, personal 
names and surnames used in area under his cognisance; responsible 
for correctly Romanising and/or transliterating such names into 
English in accordance with eatablished policies. 

Responsible for knowledge of all printed, handwritten, and all 
intermediate calligraphic forms of the 3 European languages, under 
hia cognisance. 

Responsible for knowledge of general hiatery, culture, custons 
of people or peoples using the languages 66 ae to employ correct 
interpretation of references, innunedos, circumlocution, elipses, 
other apeech forms and idiomatic constructions; responsible for 
acquaintance with colloquialisns or patois of the language. 

Responsible for acquaintance with and knowledge of use of gaz~ 
etteers, encyclopedias, dictionaries, and ether similar reference 
material written in the 3 Buropean languages and in English. 

Responsible for knowledge of the grammar of the 3 European 
languages, its granmatical peculiarities and syntax, modern, #pis~ 
solary, and newspaper styles of composition. 

Performs related duties as required. 
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